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OPl: CPD
Program e oy

SUBJECT: Case Managenent

St at emen t Training and Reference

1. PURPCSE AND SCOPE. To provide guidance for training and
devel opi ng Correctional Treatnment Specialists (Case Managers)
assigned to institutions.

2. SUMMARY OF CHANGES. This revision incorporates pretrial,
hol dover, and detai nee instructions.

As a result of negotiations with the Union, changes were nmade to
Attachment A including ensuring new Correctional Treatnent

Speci alists get copies of Bureau policies, strengthening training
requi renents, adjusting the assunption of a casel oad during

trai ning, and having a Case Manager nentor trainees.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Correctional Treatnent Specialists (Case Managers) wll be
provided a formal training programincluding reference naterials
to resolve routine unit/case nmanagenent probl ens.

b. Case Managers will be proficient in all mandatory training
ar eas.

c. The trainee and the training programw || be eval uated
follow ng conpletion of the formal training program

4. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 3932. 05 Case Managenent Reference and Trai ning Quide
(5/10/96)
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b. Directives Referenced

PS 3510. 08 Case Managenent Coordi nator, Rol e of
(6/16/97)

PS 3906. 16 Enpl oyee Devel opnent Manual (3/21/97)

PS 5321. 06 Unit Managenent Manual (11/29/96)

5. STANDARDS REFERENCED

a. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1D 06

b. American Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4082

c. Anerican Correctional Association Standards for Adult
Correctional Boot Canp Program 1- ABC 1D 09

d. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: None

6. PRETRI AL/ HOLDOVER/ DETAI NEE PROCEDURES. All Case Managers,
i ncludi ng those responsible for pretrial inmates, hol dover
i nmat es, and detai nees, are required to have training.

7. RESPONSIBILITIES. Wardens will ensure that newy sel ected
Case Managers participate in the formal training program which
includes, at a mninmum the conponents presented in the Case
Manager Training Plan (Attachnment A).

The Associate Warden (Prograns) will designate specific
depart nent heads, Case Managers, or other staff to provide
portions of the training.

The institution's Case Managenent Coordi nator (CMC) wil |
coordinate the training programw th assistance fromthe Enpl oyee
Devel opment Manager (EDM). The CMC will coordi nate Case Manager
training activities wth assistance fromthe enployee's Unit
Manager .

The EDMw || maintain witten docunentation which includes | esson
pl ans and schedules. The CMC and Unit Manager are to review all
docunentation. Lesson plans will be developed at the institution
| evel .

8. ON-THE-JOB TRAINING On-the-job training (QJT) has been
determined to be the nost effective nethod to prepare newy
selected staff for the demands of their new positions.
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Accordingly, a mninmm 90 day (480 hour) QT period at each
institution is established. During the QJT phase, the Case
Manager will function with reduced casel oad responsibilities for
at |l east 90 days while | earning and perform ng case nanagenent
duti es.

When the newy selected staff nenber has previ ous case managenent
experience (e.g. fornmer Case Manager, intern, etc.) or other
exceptional circunmstances exist, the Warden nmay recomend a | ess
than 90 day QJT period. The Regional Correctional Prograns

Adm nistrator wll approve or deny this recomendati on. However,
t he Case Manager nust be certified in the mandatory training
areas. Case Manager trainees should conplete the QJT program
including certification, during the case managenent trai nee

peri od.

9. CERTIFICATION. Certification of proficiency in the Mandatory
Training areas of the Reference Guide is to be conpleted during
the Case Manager's QJT. Additional national certifications
include Central Inmate Monitoring and Unit Discipline (UDC) Self-
Study Certification. Odinarily, all training/certification
prograns must be conpleted within the 90 day QJT period. Staff
must be conscious of recertification procedures in national

policy.

Case Managers shoul d not be assigned a full casel oad during the
QT period. It is recomended that pronotion be contingent upon
successfully conpleting all 10 mandatory training areas.

10. EDM The CMC nmust notify the EDM when the Case Manager's
enrollment in the 90 day QJT period has begun. Simlarly, when
the QJT period has ended, the conpleted certifications nust be
forwarded to the EDM for inclusion in the enpl oyee's training
records. The EDMw || assist the enployee's Unit Manager in
monitoring the enpl oyee's career devel opnent pl an.

11. EVALUATION. Upon conpletion of the QJT peri od:

a. The Case Managenent Coordinator, the enpl oyee's Unit
Manager, and the enpl oyee wll neet to:

1 di scuss the enpl oyee's performance during the training
peri od,

! identify additional training needs, and

1 di scuss future expectations.

Thi s di scussi on nmust be docunented, signed by the CMC, Unit
Manager, Associ ate Warden (Prograns), and the enployee to certify
program conpl eti on.
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b. The enployee will conplete a witten evaluation of the QIT
program This evaluation, at a mninmum nust review the
foll ow ng areas:

suitability of course content,

| ength of training period,

the three nost inportant areas covered, and
changes that could inprove the program

The original nmust be forwarded to the Region and a copy to the
institution EDMw thin 15 days of the program's conpletion. The
Regi onal Correctional Progranms Administrator will appoint an
i ndividual in the Regional Ofice to be responsible for receiving
and reviewing the witten eval uations.

/sl
Kat hl een Hawk Sawyer
Director
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CASE MANAGER TRAI NI NG PLAN

1. DEPARTMENT ORI ENTATI ON

During the QJT period, the newy sel ected Case Manager wl |
have a formal orientation wth all departnments (normally |asting
between two and four hours for each departnment) within the
institution, with special enphasis on the areas |isted bel ow
whi ch have a cl ose association with unit/case managenent. Case
Managers enpl oyed at detention institutions will be required to
undergo a simlar orientation. However, Case Managers
transferring fromanother institution or departnent wll undergo
an abbrevi ated departnent orientation to include, at a m ninum
an introduction to the departnment heads the Case Manager w || be
consulting wwth regularly.

| nmat e Syst ens;
Educati on;
Correctional Services;
Psychol ogy Servi ces;
Heal t h Servi ces;

Fi nanci al Managenent;
Rel i gi ous Servi ces;
Legal Services; and,
Conput er Servi ces.
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The CMC will coordinate and nonitor the Case Manager's
orientation to institution departments to ensure that quality
training is conducted. Case Managers with [imted or no prior
correctional experience may require additional training tine.

2. MANDATORY TRAI NI NG AREAS AND CERTI FI CATI ON

All newly sel ected Case Managers, including those at
detention institutions, will be required to denonstrate their
know edge and skills of case managenent topics. The topics
|isted bel ow, because of their critical nature, require
certification by the specified subject matter expert. In
addition to the areas |listed bel ow, Case Managers at detention
institutions nust be famliar with the Program Statenent on
Pretrial |nmates.

(a) SENTRY/ BOPDCCS;

(b) Inmate Central File;

(c) Intake Screening;

(d) dassification and Program Reviews (including Security
Desi gnati on and Custody C assification Manual);

(e) Progress Reports;
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f) U S. Parole Conmm ssion;

g) Correspondence;

h) Privacy Act/FO /Locator Center;

) Inmate Financial Responsibility Program
J]) Victimand Wtness Notification; and,

k) DC Ofender issues, if applicable.

Certification of proficiency is required and awarded after
Case Managers have successfully denonstrated they can performthe
task(s) listed under "Functions" for each performance objective.
The CMC wi Il assist the new Case Manager in devel oping a manual
cont ai ni ng exanpl e copi es of case nmanagenent products such as
progress reports, congressional correspondence, treaty transfers,
staff summaries, request for post-sentence reports, Cl M packets,
requests for CI M docunentation, VW correspondence, CCC
referrals, supervised release plans, transfer requests (409
form, and SENTRY transactions. Conpetency nust be denonstrated
and tasks discussed in all of the mandatory areas listed on the
performance objectives certification forns.

Odinarily, the first 30 days of QJT wll be devoted to
Rel ease of Information, Locator Center, CIMand UDC
certification, securing, review ng and | earning applicable
program statenments, |earning how to acconplish initial
classifications, programreviews, and general famliarization
Wi th new duties. Odinarily, no inmate will be assigned during
t his 30-day peri od.

Ordinarily, the second 30 days of QJT the Case Manager w ||
be assigned a case | oad of approximately 1/3 of the expected
caseload size. During the third 30 days, the Case Manager w ||
be assigned a casel oad of 2/3 of the expected casel oad si ze.

During the 90 day QJT period, circunstances nmay arise where
the CMC may not have an actual case with which to neasure the
proficiency of the Case Manager in that specific subject matter
area. Wen this occurs, the CMC wll create a hypothetical case
in order to determ ne the Case Manager's know edge in this area.

Certification fornms can be retrieved from BOPDOCS. |In
addition, the CMC will ensure that Case Managers can denonstrate
their ability to access policy through using BOPDOCS. A working
know edge of BOPDOCS is essential in order to retrieve current
Program St atenents and Operati ons Menoranduns.

In addition to the above areas, the Case Managenent
Coordi nator will instruct the Case Manager on | ocating the
appropriate Institution Supplenents which pertain to or have a
cl ose association with unit/case nmanagenent. Al though



PS 3932. 08
9/ 1/ 99
Attachnent A, Page 3

certification is not required in this area, Case Managers wl|

denonstrate their know edge of how to access Institution
Suppl ement s when appl i cabl e.

3. REFERENCE GUI DE

The Reference GQuide will be conprised of three nmgjor
conponent s:

(a) Current national Program Statenents applicable to each
uni t/case managenent function (if BOPDOCS is avail able and easily
accessi ble, hard copies of the Program Statenents do not need to
be mai ntained in a working binder);

(b) Current Institution Supplenents (if applicable) for
Program Statenents (if LAN is available and easily accessible,
hard copies of the Institution Supplenents do not need to be
mai ntai ned in a working binder);

New Case Managers will be provided hard copies of all
applicable Program Statenents and Institution Supplenents as
noted in Section 2 as soon as practicabl e upon assunption of case
managenent duti es.

(c) Oher Menoranduns. Case Managers shoul d maintain an
up-to-date Reference Guide for use in resolving everyday
uni t/ case managenent i ssues.

The CMC will either retrieve or assist the Case Manager in
usi ng BOPDOCS to assenbl e the Case Managenent Training and
Ref erence Guide (as outlined in Section 3). CMCs who do not have
i mredi at e access to BOPDOCS nmay, upon request, receive a
Trai ning and Reference GQuide fromthe Chief, Policy Review and
Devel opnent, Correctional Prograns Branch, Central Ofice. Case
Managers are responsi ble for updating their Reference Gui des as
policy and procedural changes are nade.

During the AJT phase, the newy selected Case Manager w ||
be placed in a nmentoring relationship with a highly notivated and
qualified Case Manager. The Case Manager nentor need not be
assigned to the selected Case Manager’s unit.



